______________________________________________________________________________
Job description

	Reference number:
	
	Date: 08 January 2015


_____________________________________________________________________

	Department:

	Human Resources 

	Post number:

	HRCMBS001

	Job title:

	Human Resources Support Assistant 

	Grade:

	Grade 5


_____________________________________________________________________

Main purpose of job

To be responsible to the appropriate advisor or manager for assisting in the provision of the full range of human resource (HR) service support duties. 

To contribute to the provision of a quality human resource service, ensuring the required standards of service are delivered to the organisation. 

To perform such duties and tasks assigned to the post in accordance with agreed time and quality targets.

To provide operational support across the section as directed.

Summary of responsibilities and personal duties

1. To organise, service and provide secretariat to joint appeals boards, internal appeals boards and any other appropriate panels.

2. To compile a variety of information and confidential materials, from various sources, and summarise information in line with agreed targets and objectives, compiling appropriate reports as and when required.

3. To service a range of senior management, corporate, HR Forum and other ad hoc HR meetings as required.

4. To supervise staff as may be assigned from time to time.

5. To co-ordinate the diaries of the senior management team for the arrangement of appointments, meetings and hospitality as appropriate.

6. To undertake allocated assignments, HR projects and activities as directed to meet targets and inform line management of any issues.

7. To provide a point of contact for employees and visitors for the Senior Management Team and Employee Relations unit

8. To co-ordinate recruitment and appointment procedures, chair short listing and interview panels, administer selection testing where appropriate, and prepare and issue all associated documentation.

9. To be responsible for the maintenance and use of a range of HR systems and databases to extract, manipulate and analyse data for the production of management reports and information.
.
10. To assist in the development and administration of job descriptions and the council’s categorisation and job evaluation procedures, maintaining associated processes and records.

11. To provide advice and support on a range of human resource matters and assist with the preparation of proposals and reports to customers and stakeholders.

12. To lead and participate in community outreach activities including providing careers advice, attending careers conventions and delivering talks and educational  awareness sessions in schools, universities and job assist centres, as directed.

13. To participate in and provide support and assistance to the HR functions in activities provided both within the council and on an external basis.

14. To prepare and issue specific correspondence, including contractual changes of employment and ensure all administration processes required for the HR functions are undertaken.

15. To organise and set up appropriate facilities for use for the HR functions including room bookings, assessment centres and hospitality as required.

16. To act as secretary to Belfast City Council formal job evaluation appeals. 

17. To provide reception cover and support at council HR/OD facilities.

18. To undertake impromptu assignments and human resources and organisational development projects and activities as directed including project co-ordination.

19. To ensure the effective compliance of agreed human resources policies, procedures and processes in line with statutory requirements and best practice.

20. To assist and support with the delivery, administration and coordination of training courses such as job application and interview skills training.

21. To maintain an awareness of the most up to date HR and OD developments and legislation changes.

22. To motivate and manage any staff, that may be assigned, to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

23. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

24. To participate as directed in the council’s recruitment and selection procedures.

25. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

26. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

27. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.



Employee specification

	Date: 3 April 2026


_____________________________________________________________________

	Department:

	Human Resources 

	Post number:

	HRCMBS001

	Job title:

	Human Resources Support Assistant 

	Grade:

	Grade 5


____________________________________________________________________

Essential criteria

Experience

Applicants must, as at the closing date for receipt of applications, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant work experience in each of the following three areas:

a) providing advice and support on a range of HR related policies and processes, for example, time and attendance, disciplinary and grievance, recruitment and agency, flexible working requests, terms and conditions of employment; 

b) providing administrative support by organising meetings, booking facilities, taking and preparing minutes, conducting research / benchmarking and composing a range of confidential letters or reports on human resources matters; 

c) assisting in the development and maintenance of human resources and administrative systems and processes.


Desirable criterion

In addition to the above experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of applications can demonstrate, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the aforementioned areas a) to c).


Special skills and attributes

Applicants must be able to demonstrate evidence of each of the following special skills and attributes which may be tested at interview:

Technical knowledge: a clear understanding of HR policies, procedures and employment legislation with an ability to provide advice and guidance to managers. 

Communication and influencing skills: the ability to compose reports and letters on human resources issues and provide clear advice and guidance to managers.

Analysis, problem solving and decision-making skills: the ability to analyse and interpret data and to put forward solutions that inform decision making of senior managers. 

Work planning skills: the ability to plan workloads for self and others to ensure that tasks are completed within appropriate timescales, ensuring constant flow of work.

Customer care skills: the ability to respond appropriately to the needs of managers, employees, other organisations and members of the public with flexibility, tact and sensitivity to positively promote the work of the Human Resources Section and the council.

Information technology skills: the ability to develop and make effective use of information technology to increase business efficiency with human resources functions.

Team working skills: the ability to work as part of a team displaying flexible and politically sensitive skills when working on confidential matters.

Equality of opportunity: a clear understanding of equality legislation and the ability to apply principles of equality when delivering human resource functions and services.



______________________________________________________________________________
HR Support Assistant
24/04/26
